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Not  to  be  taken  from  the  Library 


MODERN  MAN.  .  .has  been  described  as  living  in  a 
pluralistic  age --a  period  inhistory  where  his  values 
and  attentions  are  fragmented  by  the  diverse  media 
of  communications  and  the  varied  personal  demands 
which  are  a  natural  part  of  an  increasingly  complex 
society. 

In  the  midst  of  these  competing  forces  it  is  becoming 
increasingly  difficultfor  the  individual  to  discover  his 
honest  values  and  establish  his  proper  relationships 
with  himself  and  his  fellow  man.  His  formal  school- 
ing has  prepared  him  for  his  trade  or  his  profession, 
yet,  it  holds  true  today,  as  in  every  age,  that  any 
education  one  receives  must  essentially  be  self  edu- 
cation. And  here  is  where  the  world  of  books,  ideas, 
and  the  Library  play  such  a  vital  role. 

San  Francisco  is  a  city  which  possesses  a  colorful 
history  and  is  proud  of  its  rich  cultural  heritage .  Yet, 
over  the  years  its  Public  Library  has  never  been  able 
to  realize  its  full  potentials  in  the  city's  cultural  life. 
Many  San  Franciscans,  believing  in  the  inherent  value 
of  books  and  feeling  thattheir  own  lives  have  been  im- 
measurably enriched  through  reading,  are  convinced 
that  the  city  should  by  natural  righthave  one  of  the  fin- 
est public  library  systems  for  any  city  of  comparable 
size  in  the  nation.  It  is  to  that  end  that  members  of  the 
San  Francisco  Library  Commission  have  adopted  this 
two  year  plan  of  development  as  a  first  step  toward 
realizing  such  a  goal. 

S.  Lee  Vavuris,  President 

San  Francisco  Library  Commission 
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SAN  FRANCISCO  PUBLIC  LIBRARY 
A  PLAN  FOR  DEVELOPMENT  -  1961-1962 


I.  DEVELOPING  THE  LIBRARY'S  PURPOSE  AND  OBJECTIVES 

One  of  the  most  obvious  but  often  neglected  phases  of  a  library's 
program  is  a  formal  statement  concerning  its  philosophy,  purpose  and 
aspirations  as  an  educational  and  informational  institution.  Therefore, 
during  the  coming  year  we  should  formulate  a  philosophy  of  library 
service  which  will  define  the  areas  of  emphasis  and  arrive  at  goals 
to  achieve  in  effecting  a  more  vigorous  book  and  idea  centered  library 
program  in  both  children's  and  adult  services.  An  e s sential  corollary 
of  any  library's  stated  objectives  is  a  well  reasoned  book  selection 
policy  which  will  serve  as  a  guide  in  building  the  library's  various 
collections . 

II.  COMPLETE  OUR  ADMINISTRATIVE  ORGANIZATION 

We  should  reduce  the  span  of  administrative  control  whereby  not 
more  than  five  departments  report  directly  to  the  city  librarian.  Pres- 
ently, fourteen  departments  are  responsible  to  the  city  librarian  and, 
when  city  administrative  offices  together  with  various  civic  and  com- 
munity organizations  are  considered,  the  librarian's  span  of  control 
is  equivalent  to  twenty-one  departments. 

Because  of  limitations  in  time  and  energy,    it  is  very  difficult  - 
if  not  impossible  -  for  one  administrator  to  effectively  direct  the  acti- 
vities of  more  than  a  limited  number  of  people.    If  the  city  librarian 
becomes  over  extended  and  immersed  in  operational  details,  he  will 
not  have  the  time  to  devote  to  the  Library's  overall  growth  which  is 
so  vitally  important  at  this  stage  in  its  development. 

Here  are  the  steps  we  should  follow: 

1.    Retain  the  services  of  an  Assistant  City  Librarian  through  an 
open  competitive  civil  service  examination.    The  Assistant  Librarian 
would  be  charged  with  the  responsibilities  of  all  public  service  depart- 
ments in  both  the  Main  and  Branches.    He  would  supervise  the  Chief 
of  Branches  and  Chief  of  the  Main  Library;  direct  the  staff  in  conduct- 
ing a  study  to  evaluate  the  book  collection  for  acquisitions  and  weeding; 
apportion  the  book  budget  to  assure  an  equitable  balance  in  the  library's 
book  collection;  reorganize  our  registration  and  circulation  systems; 
complete  the  organization  of  the  Main  Library  into  subject  departments, 
and  assist  in  the  remodeling  plans  for  the  Main  Library. 
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2.  In  order  to  initiate  a  sound  program  of  book  selection  and 
develop  a  forward  looking  program  of  public  service  we  should  retain 
the  services  of  a  Chief  of  the  Main  Library  and  a  Coordinator  of  Adult 
Services,  both  of  whom  would  be  responsible  to  the  Assistant  City- 
Librarian.    The  Librarians  in  these  positions  would  develop  and  co- 
ordinate the  Library's  public  service  programs  whereby  they  would 
stimulate  an  ever  widening  audience  and  gain  public  recognition  for 
the  library's  contribution  to  the  cultural  life  of  San  Francisco. 

3.  Combine  the  Order,  Cataloging,  and  Bindery  Departments 
into  a  single  department  headed  by  a  Chief  Librarian  in  charge  of 
Technical  Services. 

4.  Integrate  the  Government  Documents  Department  with  the 
Reference  Department. 

IMPROVING  THE  LIBRARY'S  PUBLIC  SERVICES 

1.    Establishing  a  Strong  Downtown  Branch  Library 

The  first  and  most  imperative  need  in  realizing  an  effective  program 
of  public  services  is  to  relocate  the  Downtown  Branch  into  an  advantage- 
ous downtown  location  which  has  adequate  floor  area  to  accommodate  a 
book  collection  of  sufficient  scope  and  depth  to  be  of  genuine  value.  This 
development  should  receive  priority  in  considering  expenditures  for  the 
immediate  future. 

The  Downtown  Branch  should  rightfully  be  the  Library's  most  import- 
ant single  point  of  service  outside  of  the  Main  Library.    As  the  Green- 
away  report  recommended,   "new  quarters  with  approximately  15,  000 
square  feet  should  be  secured,   readily  accessible  to  the  people  in  the 
downtown  area  and  in  modern  quarters.  "    This  recommendation  hardly 
compares  to  the  present  1,  700  square  feet  available  on  Post  Street. 

The  Downtown  Branch  should  provide  a  strong  general  book  collec- 
tion and  play  an  increasingly  important  role  in  providing  research  and 
informational  material  to  businessmen  interested  in  investments,  ac- 
counting, office  management,  administration,  labor  relations,  market- 
ing, advertising,  and  the  innumerable  other  ever  changing  facets  of  the 
modern  day  business  world.    Also,  it  should  be  the  reference  center 
through  which  many  of  the  large  corporations  could  make  patent  searche  s 
and  receive  material  on  government  hearings  and  technical  reports  which 
are  used  in  sustaining  a  firm  economy  for  San  Francisco. 

Presently,  due  to  the  limited  floor  area  and  the  out-of-sight  location 
it  is  costing  the  Library  nearly  $2.  00  per  book  in  circulation  costs,  while 
if  the  branch  were  relocated  this  cost  could  be  significantly  reduced  during 
the  coming  year. 
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2.     Organization  of  a  Literature,  Philosophy  and  Religion  Department 
In  the  Main  Library 


The  organization  of  subject  departments  in  the  Main  Library  is 
essential  for  effective  public  service.    Libraries  serving  metropolitan 
areas  have  found  -  like  universities,  colleges,  and  public  schools  - 
that  to  meet  the  service  requirements  in  this  age  of  specialization, 
subject  departmentalization  is  a  requisite.    With  the  continuing  deluge 
of  publications  in  an  ever  expanding  number  of  fields,   the  general 
librarian  is  no  longer  humanly  capable  of  being  an  efficient  Jack-of -all- 
trades  in  the  various  fields  of  knowledge. 

This  would  be  a  pilot  project  -  the  first  of  several  large  subject 
departments  -  to  give  the  public  an  idea  of  what  rich  resources  the 
Library  has  available.    It  would  be  the  first  step  in  bringing  the  books 
out  from  the  closed  stack  area  into  an  atmosphere  of  free  search  and 
discovery  which  is  most  desirable  from  the  patron's  point  of  view. 

Since  the  organization  of  this  department  would  tend  to  reduce  the 
service  loads  now  being  carried  by  the  circulation  and  reference  depart- 
ments, only  a  nominal  amount  of  funds  would  be  required  to  place  this 
department  in  operation.    Two  additions  to  the  staff  and  a  relatively 
small  appropriation  for  furniture  and  shelving  would  create  one  of  the 
Library's  most  important  service  departments. 

Briefly,  here  are  the  advantages  which  would  result: 

a.  Our  service  load  would  be  dispersed  over  a  wider  area  and 
it  would  level  out  the  peak  loads  which  have  built  up  in  the 
Reference  and  Circulation  Departments.    Thus,  improved 
and  quicker  service  to  our  public  should  result. 

b.  Our  public  would  receive  the  benefit  of  more  professional, 
specialized  library  service  since  staff  members  would  be 
assigned  according  to  their  respective  backgrounds  to  the 
various  subject  departments . 

c*.     More  volumes  would  be  available  on  open  shelves  whereby 
the  public  could  browse  and  select  related  books  on  the 
subject  which  they  are  working.   Presently,  more  than  85% 
of  our  adult  book  collection  is  housed  in  an  almost  inacces- 
sible book  stack  area. 

d.     Improved  book  selection  and  book  knowledge  held  by  the 
Library  staff  would  accrue.    The  staff's  more  intimate  con- 
tact with  the  collection  would  assure  a  more  active  and  vital 
book  collection. 
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e.  Further  improvement  in  staff  morale  would  result  for  their 
work  would  be  more  purposeful  and  rewarding. 

f.  The  public's  interest  in  the  Library  should  be  quickened 
and  a  better  knowledge  and  appreciation  of  the  Library's 
main  book  collection  should  develop. 

3.  We  will  retain  the  services  of  a  Coordinator  of  Children' s  Service s 
to  develop  a  formal  and  more  intensive  program  of  service  to 
children  through  the  Main  Library  and  our  twenty-five  branches. 
A  formal  book  selection  policy  for  children's  books  will  be  initi- 
ated; an  in-service  training  program  for  children's  librarians 
will  be  developed;  an  increased  number  of  story  hours  will  be 
programed;  additional  classroom  visits  will  be  scheduled;  book- 
lets will  be  published  in  greater  numbers  and  other  programs  to 
further  develop  our  children's  services  will  be  inaugurated. 

4.  Creating  an  Improved  Public  Impression  of  the  Main  Library 

The  Library  should  no  longer  be  a  loitering  center  for  derelicts. 
We  must  take  prompt,  affirmative  action  to  see  that  this  deplorable 
condition  will  no  longer  be  permitted  to  exist.    We  must  reshape  the 
Main  Library  into  an  institution  for  active  growing  minds,  a  library 
which  will  garner  the  respect  of  parents  who  will  not  only  use  the 
Library  themselves,  but  who  will  also  feel  their  minds  at  ease  when 
encouraging  their  children  to  explore  its  riches. 

We  should  see  that  the  Main  Library  is  an  institution  honored 
within  our  community.    It  should  be  held  in  esteem  and  envisioned  as 
a  center  of  intellectual  ferment  and  not  as  a  center  of  careless  neglect 
and  mental  apathy. 

a.  As  already  planned,  plantings  should  be  placed  along  the 
South  and  West  walls  of  the  Library  and  the  plants  should 
be  nurtured  with  ample  water  to  assure  their  growth. 

b.  The  current  daily  newspaper  service  should  be  discontinued 
with  the  back  files  available  for  only  specific  requests. 
(This  is  the  policy  pursued  in  other  metropolitan  libraries 
faced  with  similar  conditions.) 


An  active  policy  of  ejecting  patrons  loitering  or  sleeping 
in  the  Library  should  be  pursued  by  the  staff  and  the 
library  guards. 


d.    The  men's  room  on  the  first  floor  should  be  closed  and 
the  key  placed  at  the  circulation  desk  available  on  re- 
quest.   This  will  help  to  discourage  traffic  of  those 
currently  coming  to  the  library  to  use  the  facilities  for 
washing  clothing  and  as  a  temporary  haven  from  the 
elements . 

5.  Continued  Development  of  the  Branch  Book  Collections 

Through  initiating  a  formal  book  selection  policy  and  the  purchase 
of  additional  ranges  of  shelving  the  book  collections  in  various  branch 
libraries  should  be  improved  in  both  scope  and  depth.    Many  of  the 
collections  will  be  weeded  extensively,   replacements  made  where  nec- 
essary and  the  refurbishing  program  continued  at  an  accelerated  pace. 

6.  Improved  Methods  of  Controlling  the  Book  Collection 

The  book  collection  in  the  Main  Library  represents  an  investment 
of  well  over  a  million  and  a  half  dollars.    Presently,  hundreds  of  valu- 
able volumes  are  being  lost  from  our  collection  which  necessitates 
prompt  action  in  constructing  a  new  circulation  desk  in  the  lobby  area 
A  checking  booth  for  briefcases,   shopping  bags  and  zipper  notebooks 
will  be  established  and  a  guard  maintained  at  a  single  exit  point  with 
the  patrons  being  routed  from  the  other  doors  by  breakaway  ropes 

This  is  a  standard  procedure  in  many  metropolitan  libraries  and 
it  is  one  which  will  help  the  library  maintain  a  more  accurate  inventory 
of  its  book  collection  and  should  thereby  provide  a  significant  improve- 
ment in  our  services  to  the  public, 

7.  An  Inventory  of  the  Main  Library's  Book  Collection 

"One  essential  project  is  the  updating  of  the  public  catalog  and  a 
complete  inventory  of  the  library's  holdings.     The  system  as  it  is 
cannot  hope  to  function  properly  as  long  as  the  holdings  don't  corres- 
pond to  the  listings  in  the  public  catalog".    The  method  of  conducting 
such  an  extensive  inventory  will  be  studied  in  detail  and  it  may  become 
necessary  to  recommend  the  closing  of  the  Main  Library  for  a  limited 
time  in  order  to  effect  this  essential  program.    This  is  one  of  the 
Library's  most  serious  problems  which  involves  many  technical  dif- 
ficulties due  to  the  continual  turnover  of  the  collection  but  it  is  one 
which  we  must  resolve. 
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8.     Complete  the  Plans  for  Remodeling  the  Main  Library 


For  some  33  years,  ever  since  it  opened,  the  Main  Library  has 
been  a  never  ending  source  of  difficulty  for  the  public  library  system 
and  the  public  it  serves.    It  was  a  product  of  inexperienced  and  un- 
knowledgeable  planning  and  the  result  —  Library  wise--was  a  major 
disaster  for  San  Francisco,    Presently,   realizing  the  necessity  of 
organizing  a  strong  subject  departmentalized  Main  Library,  consid- 
eration is  being  given  to  the  need  for  making  extensive  alterations 
within  the  interior  of  the  structure,    Since  any  remodeling  will  in- 
volve heavy  capital  expenditures,  it  is  imperative  that  we  pursue  a 
careful  and  sound  program  of  preliminary  planning.    The  first  and 
most  essential  step  in  such  a  program  is  the  retention  of  an  experi- 
enced Librarian-Building  Consultant  to  work  with  Mr.  McCann  the 
architect  now  studying  the  building.    We  should  determine  how  far 
we  should  go  in  razing  the  interior  structure  or  if  an  entirely  new 
building  might  be  less  expensive  in  the  long  run.     This  service  is 
urgently  needed  in  the  earliest  stages  of  planning  before  many  ideas 
become  set  without  professional  counsel. 

9,      Still  further  improvement  in  our  public  services  will  be  made  by 
liberalizing  our  loan  policy  on  Skira  Art  books;  use  of  selected  paper- 
back titles;  maintaining  high  standards  in  book  selection  and  the  pre- 
selection,  cataloging  and  have  the  books  available  for  loan  to  the  pub- 
lic by  the  time  the  reviews  appear  in  the  local  newspapers  and  review- 
ing journals . 

IV  .      REORGANIZATION  AND  SIMPLIFICATION  OF  TECHNICAL  PROCESSES 

1.    Cataloging,  Ordering  and  Related  Services 

One  of  the  Library's  most  serious  problems  is  that  of  reorganizing 
the  cataloging  and  related  functions  which  in  several  instances  have 
broken  down  completely  because  of  the  lack  of  equipment  and  clerical 
personnel, 

Presently,  there  are  over  28,  400  printed  cards  for  branches  which 
are  incomplete  and  unfiled.     The  cataloging  system  for  fiction,  chil- 
dren's books  and  readers  is  on  the  point  of  disintegration  since  the 
cataloging  department  has  had  to  forgo  cataloging  in  these  areas.  Also, 
analytic  cards  for  government  documents  are  in  arrearages  of  about 
five  years,  and  essential  card  withdrawals  from  the  Main  Library's 
card  catalog  has  virtually  come  to  a  standstill,    Only  1,  471  titles  were 
withdrawn  from  the  Main  Library  during  the  past  year  whereas  normal 
standards  would  necessitate  the  withdrawal  of  from  10,  000  to  12,  000 
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titles  as  a  minimum,  This  means  that  literal  chaos  is  in  motion  at  the 
public  catalog  for  incorrect  information  is  being  given  the  public  as  to 
our  available  holdings. 

As  a  librarian  who  has  experienced  several  extensive  programs  in 
the  reorganization  of  cataloging  processes,  I  am  most  sympathetic  to- 
wards the  Library's  staff  in  the  Order  and  Catalog  Departments,  I 
have  found  them  to  be  personable,  intelligent,  knowledgeable  of  profes- 
sional order  and  cataloging  processes,  and  dedicated  to  the  Library's 
welfare.     They  have  been  working  under  impossible  conditions  which 
would  try  the  courage  of  the  most  resolute  individual.    They  are  to  be 
congratulated  for  the  dedicated  perseverance  which  they  have  demon- 
strated in  attempting  to  maintain  an  orderly  system  of  technical  proc- 
esses without  either  the  necessary  equipment  or  personnel. 

Naturally,   there  are  modifications  which  we  can  initiate  to  simplify 
and  streamline  our  various  cataloging  and  ordering  processes,  but 
essentially  the  solution  lies  in  the  acquisition  of  modern  equipment 
for  the  reproduction  of  catalog  cards,  additional  clerical  staff  and 
placing  the  departments  under  one  administrative  head.  One  essential 
phase  of  this  reorganization  is  the  retention  of  a  Technical  Library 
Specialist  to  lay  out  a  definite  cataloging  program  for  us  to  pursue. 

The  foundation  on  which  any  fine  library  system  must  be  constructed 
is  that  of  an  accurate,   rapid  and  lucid  system  of  bibliographical  descrip- 
tion and  control.    Therefore,  it  is  imperative  that  we  begin  an  immediate 
reorganizational  program  to  place  our  cataloging  processes  on  an  operat- 
ing basis . 

2.    Improved  Binding  Program 

a,  A  binding  policy  will  be  formulated  outlining  standards  and  the 
condition  of  books  which  would  be  bound;  the  binding  budget  will 
be  apportioned  among  the  various  departments;  and  the  responsi- 
bility for  selecting  books  to  be  bound  will  be  entrusted  to  the 
professional  staff  throughout  the  system. 

b,  A  simplified  binding  program  using  standardized  lettering  will 
be  utilized  for  magazines,   routines  in  preparing  books  for  the 
bindery  will  be  reviewed,  and  paper  work  will  be  reduced  in 
billing  procedures. 

c,  A  wider  range  of  colors  in  binding  cloth  should  be  utilized  so  that 
the  book  collection  will  take  on  a  more  appealing  appearance.  The 
colors  presently  specified  are  rather  drab  and  uninviting,  to  say 
the  least. 
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3.  Circulation  System 


During  the  coming  budget  year  we  should  consider  the  utilization  of 
IBM  transaction  cards  in  conjunction  with  microfilm  charging  and  inves- 
tigate methods  of  obtaining  opaque  overdue  notices  from  microfilm 
through  Xerox  or  the  3M  process. 

Transaction  charging  should  be  extended  throughout  a  greater  number 
of  our  branch  libraries  with  the  ultimate  aim  of  achieving  a  uniform  type 
of  circulation  control.    This  would  eliminate  considerable  duplication  of 
effort  and  time  consuming  paper  work.    We  should  explore  methods  and 
techniques  for  simplifying  our  registration  of  borrowers,   securing  the 
return  of  overdue  books,  and  other  processes  involved  in  circulation. 

4.    Work  Simplification  and  Streamlining  of  Processes 


a.  It  is  apparent  that  too  many  jobs  are  still  performed  in  our  Library, 
as  in  most  others,  for  no  other  reason  than  they  have  always  been 
done  that  way,  and  we  must  take  a  fresh  look  at  their  necessity, 

A  special  committee  will  be  created  to  study  work  simplification. 
Many  of  the  Library's  forms  will  be  examined,   simplfied  and, 
where  possible,  eliminated.    Consideration  will  be  given  to  the 
elimination  of  accession  record,   simplification  of  placing  book 
orders  through  the  city  purchasing  department,  and  more  direct 
and  efficient  system  of  acquiring  the  return  of  long  overdue  books, 
are  a  few  of  the  problems  which  will  receive  study. 

b.  We  will  make  every  effort  to  secure  additional  funds  and  reorgan- 
ize our  methods  of  procuring  and  distributing  supplies.  Manyman 
hours  are  now  being  wasted  because  of  the  bottlenecks  presently 
involved. 

IMPROVED  PERSONNEL  POLICIES 

1.    One  of  the  first  requisites  for  retaining  a  high  level  of  performance 

in  any  vital,  growing  educational  institution  is  the  continuing  individual 
growth  of  its  professional  staff.    Through  professional  leaves  and 
proper  scheduling  we  should  encourage  members  of  the  staff  to  pur- 
sue a  study  program  whereby  they  might  earn  their  masters  in  Library 
Science.    Also,   during  the  coming  year,  we  should  make  an  effort  to 
establish  a  program  for  the  teaching  of  library  science  courses  in  the 
Main  Library.    The  Library  will  encourage  staff  attendance  through 
scheduling  and  requesting  the  Civil  Service  Commis sion for  the  allow- 
ance of  time  for  in-service  training  programs. 
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2.  The  continued  fusion  of  new  ideas  in  the  library  system  can  best  be 
done  through  the  retention  of  able,  conscientious,    and  qualified 
personnel.    A  positive  program  of  recruitment  will  be  developed 
whereby  the  City  Librarian  and  Pe  rsonnel  Officer  will  visit  several 
library  schools  with  the  expressed  purpose  of  interpreting  the  San 
Francisco  Public  Library's  program.    Thereby,  an  increased  num- 
ber of  qualified  applicants  for  the  library's  openings  should  be 
garnered. 

3.  An  important  phase  of  improving  staff  morale  is  the  elimination  of 
the  6  day,  40  hour  work  week  schedule  for  X-42  Librarianpersonnel. 
For  Sunday  service  the  staff  should  receive  time  and  one -half  pay 
as  requested  in  the  current  budget. 

4.  More  efficient  use  of  Personnel  through  converting  part-time  librar- 
ian positions  to  full-time  clerical  positions. 

.   The  Library  presently  employs  approximately  97  part-time  librari- 
ans -  many  of  whom  are  college  students,   some  of  whom  are  perform- 
ing professional  duties  but  many  of  whom  are  performing  clerical 
tasks  at  a  professional  wage  scale.    The  city  can  hardly  afford  to 
expend  professional  wages  when  full-time  typist  positions  would  be 
both  more  economical  and  efficient. 

This  would  also  simplify  payroll  preparation,  personnel  record  keep- 
ing, and  distribution  of  pay  warrants.    At  the  same  time  it  would  serve 
to  create  a  smoother  continuity  of  work  flow,  less  time  would  be  in- 
volved in  training  fewer  employees  and  improved  work  performance 
should  result. 

The  most  significant  reason  for  making  this  conversion  is  the  fact 
that  sixteen  additional  clerical  positions  could  be  gained  with  the 
$58, 944  accrued  through  this  process. 

5.  In  retaining  professional  librarians  and  trained  clerical  personnel 
and  requiring  high  standards  of  performance,  the  Library  de sires  to 
lend  dignity  and  honor  to  its  staff  by  exempting  all  full-time  profes- 
sional and  clerical  employees  from  having  to  punch  a  time  clock. 
Each  department  head  will  be  responsible  for  seeing  that  employees 
within  his  or  her  supervision  maintain  their  schedules, 

6.  Every  effort  will  be  made  to  reduce  the  number  of  indiscriminate 
shifts  in  staff  as  signments  .   Wherever  feasible,   staff  members  will 
be  given  preference  as  to  thebranch  or  department  in  which  they  feel 
they  might  contribute  their  best  efforts  towards  the  library ' s  program , 
However,   it  is  understood  that  many  staff  members  are  by  nature  of 
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their  training,  experience,  and  special  abilities,  better  suited  for 
particular  phases  of  library  activity.    The  administration,  naturally, 
must  make  the  final  decisions  in  personnel  assignments  when  tak- 
ing into  consideration  the  best  interests  of  the  library  program  as 
a  whole . 

7.  The  Library  will  develop  a  series  of  stimulating  and  informative  • 
staff  meetings  with  the  purpose  of  fostering  a  greater  awareness  of 
books  and  contemporary  writing,   consideration  of  the  more  signifi- 
cant issues  in  librarianship  and  discussion  of  the  library's  reorgani- 
zational  programs. 

8.  A  formal  request  will  be  made  to  the  Civil  Service  Commission  to 
establish  a  new  classification  with  the  title  of  Library  Trainee. 
Since  the  continued  demand  for  trained  librarians  is  at  a  rate  higher 
than  Librarians  are  being  graduated  it  is  essential  that  we  have  an 
entrance  classification  which  will  provide  ample  opportunity  for 
recruitment  of  highly  qualified  personnel  who  can  pursue  a  work 
study  program  and  thereby  become  a  member  of  the  Library's  pro- 
fessional staff. 

Also,  a  formal  personnel  study  will  be  conducted  into  the  feasibility 
of  developing  a  reclassification  of  civil  service  positions  within  the 
framework  of  the  various  specialities,  i.e.,  cataloging,  children's 
work,  and  specialization  in  various  subject  areas.    This  would  pro- 
vide lines  of  professional  advancement  within  the  various  speciali- 
ties.   Presently,  in  order  to  follow  promotional  opportunities  many 
staff  members  must  forgo  the  type  of  library  service  in  which  they 
have  specialized  and  are  making  a  maximum  contribution  to  the 
public. 

9.  As  a  means  of  better  staff  communication  a  monthly  staff  bulletin 
will  be  issued.    This  publication  will  cover  new  appointments, 
departmental  programs,  official  announcements,  notes  on  some  of 
the  more  significant  books  being  added  to  the  collection,  current 
activities  in  the  local  book  world  and  various  community  programs 
of  staff  interest. 

10.   Establishment  of  a  more  satisfactory  policy  in  retaining  and  improv- 
ing the  work  performance  of  part-time  librarians  and  student  pages. 

A.  Where  part-time  librarians  are  needed,  the  Library's 

policy  will  be  to  recruit  mature,  able,  imaginative  person- 
nel with  a  minimum  of  four  years  of  college,  who  maintained 
above  average  scholastic  standards,  who  possess  the  neces- 
sary personal  traits  and  basic  book  knowledge  which  will  per- 
mit them  to  make  a  positive  contribution  to  the  library's 
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services.  Preference  will  be  given  to  personnel  who  will  pur- 
sue a  program  of  completing  their  education  in  library  science. 

B.  The  selection  of  student  pages  will  be  based  entirely  upon  in- 
dividual competency  and  merit  and  a  testing  program  will  be 
established  to  use  as  a  basis  in  selection.    For  paging  services, 
it  will  be  the  Library's  policy  to  retain  college  students  who 
are  maintaining  a  C  average  or  above;  who  are  well  groomed; 
who  reside,  where  possible,  in  the  neighborhood  in  whxch  the 
branch  library  is  located;  and  who  are  desirous  of  working  for 
the  library's  well  being. 

Since  paging  positions  are  designed  only  for  short  term  employ- 
ments, a  length  of  service  not  to  exceed  four  years  will  become 
a  policy  effective  for  those  employed  after  January  ls  1961 

A  positive  recruitment  policy  will  be  initiated  in  cooperation 
with  the  various  public  and  parochial  colleges      The  employ- 
ment of  an  equitable  balance  of  students  from  the  various 
religious  denominations  will  be  followed, 

C.  A  formal  program  of  in-service  training  will  be  developed  for 
part-time  librarians  and  student  pages. 

(1)  In  certain  areas  part-time  librarians  can  contribute  much 
to  the  library's  services  but  the  limited  hours  and  high 
turnover  make  it  imperative  that  a  formal  in-service 
program  be  developed  which  will  acquaint  these  staff 
members  with  the  library's  objectives,  policies,  basic 
reference  tools,  and  standards  of  public  service. 

(2)  A  policy  statement  regarding  what  is  expected  of  pages 
will  be  prepared  and  an  in-service  program  will  be  con- 
ducted in  each  department.    The  essential  importance  of 
accurate  shelving  in  the  library's  overall  efficiency, 
improved  work  performance,  better  attitude  toward  their 
responsibilities  and  the  importance  of  personal  appear- 
ance will  be  stressed  with  each  student  employee  Each 
Librarian  assigned  the  responsibility  of  supervising  pages 
will  be  expected  to  maintain  standards  set  for  pages  and 
disciplinary  action  will  be  enforced  wherever  necessary. 

11.  For  our  new  Librarians  we  should  develop  a  formal  program  for  their 
in-service  training  which  will  include  an  equitable  evaluation  of  their 
probationary  period. 
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IMPROVEMENT  OF  THE  LIBRARY'S  PHYSICAL  PLANT  AND 
HOUSEKEEPING  FUNCTIONS 


1.  The  front  entrance  doors  should  be  polished  and  maintained  in  an 
attractive  condition  whereby  patrons  will  gain  a  good  first  impres- 
sion of  the  Library  as  an  alive  and  vital  organization, 

2.  The  interiors  of  the  elevators  will  be  better  maintained,  new  dis- 
play boards  will  be  installed,  and  a  neater  and  more  attractive 
appearance  to  the  public  will  be  made  through  acquiring  uniform- 
type  jackets  for  our  elevator  operators, 

3.  As  already  stated,   shrubs  should  be  planted  along  the  South  and 
West  edges  of  the  Main  Library,    These  plantings  should  enhance 
the  building's  appearance  as  well  as  serve  as  a  deterrent  to  the 
"gentlemen"  who  lounge  on  the  ledges. 

4.  We  should  experiment  and  develop  better  methods  and  organiza- 
tional programs  for  improving  the  custodial  care  of  the  Main  and 
various  branch  libraries. 

a.  Through  a  program  of  sharing  the  services  of  janitors 
between  the  new  and  older  branches  and  the  organization 
of  special  maintenance  teams,  we  should  accomplish 
major  clean-up  projects  in  selected  branches.    Floors  will 
be  scrubbed  and  waxed,  walls  and  windows,   shelving  thor - 
oughly  cleaned,  and  tables  rejuvenated  and  other  custodial 
needs  performed. 

b.  In-service  training  programs  for  janitors  will  be  organized 
and  an  improvement  in  the  quality  of  custodial  duties  will  be 
maintained, 

c.  We  will  investigate  newer  methods  and  equipment  for  main- 
tenance services  - -chemically  treated  dry  mops,  electric 
floor  cleaning  equipment  and  other  devices  which  will  permit 
a  high  level  of  work  performance, 

5.  The  present  program  of  refinishing  furniture  will  be  continued  and 
extended  to  painting  book  shelves,  display  boards  and  other  fixtures 
which  will  enhance  the  attractiveness  of  the  branch  libraries. 

6.  Install  flood  lighting  to  illuminate  the  front  of  the  Main  Library 

In  the  evening  the  Library  should  present  an  attractive;  inviting 

and  impressive  dignity  capable  of  instilling  pride  in  its  welfare 
by  all  of  its  patrons. 
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VII.*    EXPANDED  PROGRAM  OF  PUBLIC  INFORMATION 


Normally  an  effective  program  of  public  relations  consists  of  ninety- 
percent  doing  a  good  job  and  ten  percent  telling  about  it.   This  is  especi- 
ally true  in  a  library  for  if  each  employee  represents  the  Library  in  a 
knowledgeable  and  positive  manner  the  institution's  stature  is  immeas- 
urably enhanced  in  the  eyes  of  the  public.    Even  beyond  this  vitally  basic 
sphere  of  public  relations,  there  is  much  which  the  Library  can  accom- 
plish to  extend  its  influence  over  a  wider  area  in  the  community.  Here 
are  a  few  suggestions  made  by  members  of  the  staff  which  should  be 
pursued: 

1.  We  should  prepare  a  statement  of  library  policy  for  distribution 
through  the  Main  and  Branches  outlining  the  Library's  plan  for 
the  future  and  our  aspirations  for  providing  a  high  level  of 
professional  library  service. 

2.  We  should  broaden  and  intensify  our  public  relations  program 
through  the  local  news  media.    An  increased  program  of  press 
releases,  and  radio  and  television  appearances  should  be  pur- 
sued during  the  coming  year. 

a.  A  series  of  articles  will  be  prepared  outlining  new  pro- 
grams and  improvements  taking  place  in  the  Library 
system. 

b.  We  should  make  an  effort  to  secure  a  "Public  Library 
news  column  with  notes  about  new  and  old  books,  authors, 
trivia  with  a  literary  flavor,   items  about  the  Library  - 

a  sophisticated  commentary  but  chatty  and  pleasant.  " 

c.  Weekly  announcement  spot  should  be  established  in  the 
Sunday  Datebook  of  the  Chronicle  -  list  current  exhibits, 
displays,  films,  programs,  etc. 

3.  We  should  develop  and  print  a  brochure  on  the  Library,   its  services, 
location  of  various  branches,  hours  of  service,  and  how  to  use  and 
locate  the  books  and  information  desired. 

4.  The  Library  Commission  and  members  of  the  Library  staff  should 
lend  active  support  towards  the  formation  of  a  single,  vigorous 
"Friends"  organization  which  will  work  for  the  Library's  better- 
ment. 

5.  Design  and  construct  a  display  table  for  encouraging  "Friends" 
memberships  and  public  suggestion  box  for  recommended  books  to 
be  added  to  the  collection  and  ideas  for  improving  the  Library's 
services . 
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6.  Members  of  the  staff  will  prepare,  design  and  print  several  annotated 
reading  lists  for  public  distribution 

7.  It  should  be  a  policy  for  the  City  Librarian  to  answer  all  criticisms 
and  comments  which  appear  in  the  local  press  about  the  Library, 

8.  Improved  telephone  services  are  imperative  for  better  public  relations . 
Presently,  we  have  only  one  line  available  on  Saturday  -  our  busiest 
day;  after  5:15  P.  M.,  our  service  is  further  hampered  since  patrons 
must  re -dial  to  achieve  an  internal  transfer  of  their  calls;  and  many 
patrons  complain  of  the  long  delays  involved  in  trying  to  reach  the 
Library  through  the  City  Hall  switchboard.    When  the  patron's  call 

is  finally  placed  he  finds  that  another  library  department  is  needed 
and  then  the  lack  of  an  effective  internal  transfer  system  leads  to  many 
frustrations  and  often  times  public  bitterness  towards  the  Library 
system. 
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